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TASK ORDER 10 ASSUMPTIONS
Contract EP-W-10-011
Option Year 2 (April 12, 2014 — April 11, 2015)

Task 1 — ADMINISTRATIVE SUPPORT

Under Task 1, Toeroek Associates, Inc. (Toeroek) will provide contract and task order administrative
support for 12 months to include project planning, information and financial reporting and task order
closeout. Toeroek will attend monthly progress report meetings or participate in monthly progress report
conference calls with the EPA Project Officer (PO) and Contracting Officer (CO), respond to questions
related to administrative issues, and attend ad hoc meetings as required to address potential performance
issues, information requests, and special reporting needs. In accordance with the ESS IV Contract,
Toeroek will prepare and provide technical and cost information to be included in the monthly progress
report and invoice, prepare and distribute all contract required reports and ad hoc reports as requested by
the PO and/or CO. Toeroek will provide task order close out support in accordance with the task order.

1.1 Project Planning and Support

Toeroek Program Manager will attend monthly progress report meetings with the EPA Project
Officer (PO) and Contracting Officer (CO).

Toeroek will respond to questions by email or phone related to administrative issues, not
applicable to Task Orders once a month.

Toeroek will attend three ad hoc meetings as required to address such things as potential
performance issues, information requests, and special ad hoc reporting needs.

Toeroek will work with EPA to obtain badges and computers for all onsite contractor personnel.
If needed, Toeroek will also coordinate the installation and set-up of any additional computers
or equipment with the EPA IT specialists. Itis anticipated that the current workspace is large enough
to accommodate the personnel needed to perform the statement of work for this enforcement task
order.

1.2 Information Control and Reporting

Toeroek will prepare and track technical and cost information pertaining to the TO for
inclusion in the monthly progress report and monthly invoice in accordance with Attachment 2
Reports of Work in the contract.

Toeroek will prepare and distribute all contract-required reports in accordance with
Attachment 2, Reports of Work in the contract.

Toeroek will prepare ad hoc reports as requested to assist the PO and CO in responding to
contract information requests.

Activity summaries of all work orders will be included in the monthly technical progress report.
Up to two ad hoc reports may be requested per year.

Each ad hoc report will be no longer than 2 pages.

Workflow reports to ensure preservation and maintenance of audit trails of all records
management functions will be included for each EO’s TO.

1.3 Task Order Closeout

Toeroek will support all phases of work related to TO closeout support. The TO files will consists
of 20-50 pages. Toeroek will obtain copies of corporate and team subcontract administrative
program support task order files from temporary file storage and place them in the appropriate
order for conversion to long-term data storage in conformance with direction provided by the
CO. This task will be performed in accordance with FAR Part 4 Administrative Matters and
specific regional notification to Toeroek.

Toeroek will transfer files to the subsequent TO, index all documents and prepare images in
accordance with Region 6 standards. Closed TO files will be submitted to EPA on CDROM
(assumption is that it will take 2 CDs and the blank CDs are provided by EPA). Toeroek will
prepare a TO Closeout Report in accordance with the contract requirements.
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Task 2 — Document Collection and Compilation

Under Task 2, Toeroek will support EPA with preparing various reports as needed by the EPA COTR for
an unspecified “medium site.” Toeroek will prepare reports and deliverables as specified in the TO.

=  Fromthe EPA document titled Blanket Enforcement Officer SOW, one small site include the following
assumptions:

o

For Title Searches

Small Site: For estimating purposes, assume one (1) small site consists of no more than ten (10)
parcels, for a period of no more than thirty (30) years. Other Direct Cost will be associated with
travel; estimate one (1) trip will be conducted for two (2) business days.

° For Regulatory History or Corporate Search

Small Site: For estimating purposes, assume one (1) small site is associated with two (2)
corporations over a period of thirty (30) years.

°  For Technical Searches

Small Site: For estimating purposes, assume one (1) small site is associated with two (2)
corporations over a period of thirty (30) years.

o

For Information gathering and analysis

Medium Site: For estimating purposes, assume one small site is associated with 50
generators.

Task 3 — Administrative, Legal and Negotiation Support

Under Task 3, Toeroek will support the Agency with administrative, legal and negotiation support as
needed for an unspecified “small site.”

Task 4 — Document Organization and Control/Records Management

Under Task 4, Toeroek will support EPA with records and document management practices needed to
ensure timely retrieval of materials upon request. Task 4 will only be provided if needed for a small
removal site.

Small Site: For estimating purposes, assume one (1) small site's document holdings include ten (10) boxes
to be reviewed and fully processed. Assume no travel will be required.

Under this task, Toeroek will perform the following functions, if needed:

*= Inventory Maintenance

= Identification/Documentation

» Classification Support-Categorization

= Reconstitution/Reorganization/Document Boundary Definition

= Preparation for Digital Conversion

= Indexing via the Bulk Processing In-Filing form with Excel Index Formatted Template

Task 5 — Litigation Support

Under Task 5, Toeroek will support EPA with pre-litigation and litigation support upon EPA tasking as needed.



